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June 2022 

We hire an ASSISTANT MANAGER 
Location: Focșani, Vrancea, RO 

 
The ideal candidate will hold the following skills and experiences: 

 Have an excellent standard of English language, both spoken and written (Mandatory). 
 A complete understanding and usage of Microsoft Office Suite (Mandatory). 
 Well-organized and a planning-ahead mentality. 
 Highly-developed levels of interpersonal skills, positive willing and flexible team attitude. 
 Be thorough and meticulous. 
 Be an excellent communicator, able to build professional working relationships internally 

and externally. 
 Be able to anticipate and solve problems. 
 Be able to handle difficult situations with tact, tenacity and good humor. 
 Be educated to degree level or equivalent (Highly Desirable) 
Previous experience in a similar job would be desirable. 

Job description 
The main purpose for the job is to provide the administrative support to the General 

Manager, acting as a gatekeeper for internal colleagues and external customers/suppliers alike. 
You'll be the General Manager's support in the business. 
The main responsibilities for the Assistant Manager also include: 
 Manage the administrative processes to the middle management team. 
 Prepare for internal and external meetings. 
 Monitor the Operations Board/Business Review tasks delegated by the General Manager. 
 Provide research and prepare relevant materials coordinated with specific tasks. 
 Assist the GM as necessary to perform his/her duties in coordinating, managing and 

reporting company's projects. 
 Acknowledge and maintain an in-depth understanding of our business, our customers, our 

competition, and our product categories. 
 Contribute towards achieving company's planning and following the established 

operational guidelines. 

What you can expect:   
 We invest in your career!  
 Attractive salary and excellent working condition 
 

INSTA Electric is a medium sized, well established business operating in the electric industry. 
 

Are you are interested? Please send your CV to r.vatasoiu@insta-electric.ro  or come meet 
us at our office. 
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